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iaceipt is acknowledged of Requesis for Work to be Ferformed (Forms
10-292), musbered X0=l, covering requisitions to the Public Bufldings
Ademinigtration for lease and installation of electric waber coclar,
under date of 1 Jamuary, and installation of & 3 x 7 monitor board,
under date of 16 January 1947,

with respect to ihs request for the wster cooler, Mr. [ | tus

been instructed to secwre the actusl or approximate cost of the installe
ation chargzes and gonthly remtal rate. Upon receipt of this information,
the document will be obligated (encuxbered) and returned to you {or re—
lease to the Public Puildings adeinistration, The obligated copy of the
request for the monitor board will be rsturned within the next few days
for your records.

In the future, cach Form 10292 should contain an indication as te actual
or approximate cost of the gervice involved in arder that the Accounts
init of the Finance Division may set up an obligation enn its regorda.
It is dleo necassary that all requests for centinuing services be made
on a quarberly (fiscal year) basis, indicating dates of the pervices.
If the services will be required for more than one fisecal year quarter
a new regucst should be issued coamtinuing the services for the next
quarter. The new request should be initisted in the sane mamner as the
ariginal indlicating, of course, that it covers continuation of sorvices
siready being rendeved, This im necesssry since funds are slloted far
obligetion purposes on & quarter year basis Lo provide a strict budge-
tary dontrol of apportioned appropriations. Accordingly, new reguests
for the ecoclar and bosrd should be issued continuing the services from
1 April and again from 1 July 1947, cto., if conditioms so warrant,
Mews will bo obligated for the requests now in hend through March 1947.

T4 ig noted that the Forme 10892 mentioned above are both mgibered IG-l.
ginge such documents will be listed in owr records by bwresu mumber, it
is requested that they be mwbered in sequence in the fubure. The re-
quest for the electric woter cooler has been identified as Bureau Humber
$o=-148 for administrative convenlence,
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ilse received was copy of Standard Fera 103k payable to[ | Tele-
phone Cempany for services rendered your office for the period 21 November
1o 20 Decenber 19h6. Sinee billing will be made againet the publie
paildings Administration by the Telephone Company it is sasumed that the

of gtandard Form 103h will be retained in the files of this offlce for
use in thé audlt of the public Buildinge Admimietration vogcher when re-
ceived at which time, because of calls chargeable tﬁ | sdjustments
between your Branch allotmentd and the Seeurity allotment will be effected,

It is hoped that the above information vill be clear to youj howover,
should sy questions arise concerning this or any other matters dontt
hesitate Lo advise, If you have not already dene so upon receipt of
this leticy, please forward actual or approximate cost in conmection with
Lhe electric water cooler installation an’ lease.

very truly yours,

25X1A%9a

ey 3 3
Figcal Section

Y13y,
ccy

Saunders
Piseal Folder
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